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July  30,  1971 


Honorable  Forrest  H.  Anderson 
Governor  of  Montana 
Capitol  Building 
Helena,  Montana  59601 

Dear  Governor  Anderson: 

In  accordance  with  your  request,  I  am  submitting  herewith 
the  proposed  reorganization  plan  for  the  Department  of 
Administration.  The  new  Department  will  establish  a 
continuing  management  improvement  program  and  seek  ways 
of  employing  modern  management  procedures  to  promote 
efficiency  and  realize  economy  in  state  government. 

Yours  very   truly, 

Doyle^B.  Saxby,  0 
State  Controller 
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CENTRAL  ADMINISTRATIVE  PROGRAM 

DESCRIPTION 

This  program  is  responsible  for  the  supervision  and  coordination  of 
the  activities  of  the  several  divisions  of  the  Department  of  Administration, 
and  numerous  indirectly  assigned  responsibilities  related  to  the  fiscal 
procedures  and  policies  of  the  State  including  the  administrative  support 
functions  for  the  consolidation  and  payment  of  travel  company  bills  for 
transportation  purchased  by  the  State  of  Montana  Transportation  Requests, 
the  payment  of  District  Judges  Travel  Claims  and  other  related  accounting 
functions. 

AUTHORITY 

Title  82,  Chapter  1,  R.C.M.  1947  and  Title  82,  Chapter  33,  R.C.M.  1947, 

UNIT  RESPONSIBLE 

This  program  will  be  the  responsibility  of  the  Director  and  Deputy 
Director  of  the  Department  of  Administration 


BUDGET  PROGRAM 


DESCRIPTION 


The  functions  of  the  Budget  Program  are  preparation  of  the  executive 
budget,  submission  of  the  budget  to  the  Legislature,  the  final  administration 
of  the  legislatively  approved  budget,  review  of  agency  budget  requests, 
determining  the  need  and  feasibility  of  these  requests,  balancing  agency 
requests  with' the  revenue  estimates.  This  program  is  also  responsible  for 
the  allocation  of  administrative  costs  incurred  by  those  state  agencies  which 
costs  are  attributable  to  the  operations  of  all  state  agencies  and  the 
determination  of  the  amount  of  reimbursement  due  to  the  General  Fund  for 
costs  of  central  services. 

AUTHORITY 

Title  79,  Chapter  10  and  24,  R.C.M.  1947  and  specific  provisions 
written  into  appropriation  bills  enacted  by  the  Legislature. 

UNIT  RESPONSIBLE 

The  Budget  Program  will  be  the  responsibility  of  the  Budget  Bureau  of 
the  Finance  Division. 


ACCOUNTING  PROGRAM 


DESCRIPTION 


The  basic  duty  of  the  Accounting  Program  is  to  maintain  a  system  of 
financial  control  and  reporting.  The  function  of  the  program  involves  the 
keeping  of  accounting  records  of  all ■ financial  transactions  of  the  State, 
a  selected  pre-audit  of  liquidated  or  settled  claims  against  the  State  and 
expenditure  control  in  accordance  with  the  appropriations  enacted  by  the 
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Legislative  Assembly. 

AUTHORITY 

Title  79,  Chapters  2,  4  and  6;  Title  82,  Chapter  1,  R.C.M.  1947. 

UNIT  RESPONSIBLE 

The  Accounting  Program  will  be  the  responsibility  of  the  Accounting 
Bureau  of  the  Finance  Division. 


INVESTMENT  PROGRAM 


DESCRIPTION 


The  Investment  Program  will  provide  for  investing,  for  all  departments 
of  State  Government,  all  funds  subject  to  investment  in  accordance  with  the 
provisions  of  the  Unified  Investment  Plan.  The  program  will  be  responsible 
for  investment  related  functions  as  follows:  Developing  and  implementing 
a  comprehensive  cash  flow  management  procedure  to  insure  better  use  of  idle 
cash  funds;  the  management  and  accounting  for  the  portfolios  maintained  for 
each  agency;  the  administrative  functions  of  the  State  Depository. Board. 
All  investment  functions  will  be  carried  out  under  policies  established  by 
the  Board  of  Investments  created  in  Section  82A-204,  R.C.M.  1947.  The 
statutory  duties  pertaining  to  municipal  bonds  and  county  bonds  will  be 
administered  under  this  program. 

AUTHORITY 

Section  82A-204,  R.C.M.  1947;  Title  11,  Chapter  23;  Title  16,  Chapter 
20;  Title  31,  Chapter  2;  Title  59,  Chapter  11;  Title  75,  Chapter  62; 
Title  79,  Chapters  3,11  and  12;  Title  81,  Chapter  10  and  24;  Title  92, 
Chapters  11  and  13;  Title  68,  Chapter  1  through  14;  Title  93,  Chapter  11, 
R.C.M.  1947. 

UNIT  RESPONSIBLE 

The  Investment  Program  will  be  the  responsibility  of  the  Investment 
Bureau  of  the  Finance  Division. 


ARCHITECTURE  AND  ENGINEERING  PROGRAM 
DESCRIPTION 

The  basic  function  of  this  program  is  to  supervise  and  coordinate  the 
planning  and  construction  of  all  state  buildings,  including  the  renovation  of 
existing  buildings.  The  three  steps  in  the  construction  or  renovation  of 
a  state  building  are  budgeting  and  planning,  authorization,  and  construction 
administration  and  supervision.  Authorization  for  building  construction  is 
a  legislative  function;  however,  the  Division  of  Architecture  and  Engineering 
presents  the  building  program  to  the  Legislature  and  administers  the  Long 
Range  Building  Program  according  to  legislative  direction.  With  the  concurrence 
of  the  State  Board  of  Examiners,  the  division  administers  the  letting  of 
contracts  and  other  functions  involved  in  the  supervision  of  construction. 
The  Division  will  be  responsible  for  the  Fire  and  Casualty  Insurance  function 
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fortnerly  carried  out  by  the  State  Board  of  Examiners.  This  function  is 
charged  with  establishing  values,  negotiating  insurance  coverage,  payment 
of  premium,  adjustment  of  losses  and  reimbursement  or  repair  of  facilities 
of  agencies  which  have  suffered  insurable  losses.* 

AUTHORITY 

Title  82,  Chapter  33,  R.C.M.  1947;  Chapter  86,  Laws  of  Montana  1971, 

UNIT  RESPONSIBLE 

The  Architecture  and  Engineering  Program  will  be  the  responsibility 
of  the  Architecture  and  Engineering  Division. 


PURCHASING  PROGRAM 


DESCRIPTION 


The  Purchasing  Program  is  charged  with  the  responsibility  to  contract 
for  and  purchase  and/or  sell  all  supplies  or  materials  for  all  state  agencies. 
The  acquisition  of  supplies  involves  processing  requisitions,  collecting  bids 
and  awarding  bids  within  statutory  regulations. 

AUTHORITY 

Title  82,  Chapter  19,  R.C.M.  1947. 

UNIT  RESPONSIBLE 

The  Purchsing  Program  will  be  the  responsibility  of  the  Purchasing 
Bureau  of  the  Purchasing  and  Maintenance  Division. 

GENERAL  SERVICES  PROGRAM. 

DESCRIPTION 

The  General  Services  Program  is  responsible  for  the  custodial  care  of 
buildings  and  gounds  in  the  Capitol  Complex,  supervision  of  the  statewide 
telephone  network  services  and  mailing  facilities  in  the  Capitol  area;  alloca- 
tion of  office  space  in  Helena  and  the  establishment  and  maintenance  of  a 
records  management  program;  and  the  operation  of  the  Central  Duplicating 
Services.        > 

AUTHORITY 

Title  82,  Chapter  33,  R.C.M.  1947. 

UNIT  RESPONSIBLE 

The  General  Services  Program  will  be  the  responsibility  of  the  General 
Services  Bureau  of  the  Purchasing  and  Maintenance  Division. 


*  Until  activation  date  of  the  department  of  Law  Enforcement  and  Public 
Safety  the  Architecture  and  Engineering  Program  will  remain  responsible 
for  the  functions  of  the  State  Building  Code  Council  pursuant  to  Title  69, 
Chapter  21,  R.C.M.  1947  and  Chapter  348,  Laws  of  Montana  1971. 


MANAGEMENT  SYSTEMS  PROGRAM 

DESCRIPTION 

The  Management  Systems  Program  is  responsible  for  assisting  in  the 
development  of  Statewide  management  techniques  designed  to  respond  to 
management  needs  both  today  and  in  the  future.  The  basic  function  is  the 
development  and  implementation  of  uniform  management  systems,  through 
utilization  of  improved  fiscal  procedures. 

AUTHORITY 

Title  82,  Chapter  33,  R.C.M.  1947. 

UNIT  RESPONSIBLE 

This  program  will  be  the  responsibility  of  the  Management  Systems 
Bureau  of  the  Administrative  Services  Division. 

COMMUNICATIONS  PROGRAM 

DESCRIPTION 

The  Communications  Program  is  responsible  for  providing  communication 
services  to  all  agencies  of  state  government.  The  function  includes  prescrib- 
ing adequate  rules  and  regulations  for  the  use  of  any  communications  equipment 
and  facilities  now  in  use  or  hereafter  made  available  and  general  supervision 
of  such  equipment. 

AUTHORITY 

Chapter  230,  Laws  of  Montana  1971. 

UNIT  RESPONSIBLE 

This  program  will  be  the  responsibility  of  the  Communications  Bureau 
of  the  Administrative  Services  Division. 


DATA  PROCESSING  PROGRAM 

DESCRIPTION 

The  Data  Processing  Program  is  responsible  for  the  maintenance  and 
operation  of  the  Central  Data  Processing  Center.  The  basic  function  of  this 
program  is  to  provide  the  necessary  data  processing  services  for  various 
State  agencies. 

AUTHORITY 

Title  82,  Chapter  33,  R.C.M.  1947. 

UNIT  RESPONSIBLE 

This  program  will  be  the  responsibility  of  the  Data  Processing  Bureau 
of  the  Administrative  Services  Division. 


RETIREMENT  PROGRAM 


DESCRIPTION 


Under  policies  established  by  the  Board  of  Administration,  the 
Retirement  Program  is  responsible  for  the  administration  of  five  retirement 
systems:  Public  Employees'  Retirement  System,  Game  Wardens'  Retirement 
System,  Judges'  Retirement  System,  Volunteer  Firemens'  Pension  Plan  and 
Montana  Highway  Patrolmens'  Retirement  System.  The  basic  functions  of  the 
program  are:  the  collection  and  accounting  for  the  employee  and  employer 
contributions  as  set  forth  by  statute,  the  gathering  and  maintenance  of 
individual  membership  information,  the  payment  of  benefits  authorized  by 
the  Board  of  Administration,  the  refund  of  contributions  to  terminating 
employees  withdrawing  from  the  system,  and  the  maintenance  of  information 
necessary  for  the  actuarial  evaluation  of  the  operation  of  the  system. 
(Under  the  provisions  of  Section  82A-108  of  Chapter  272,  the  Executive 
Reorganization  Act  of  1971,  most  of  the  above  functions  would  be  performed 
for  the  administratively  transferred  agency  by  the  principal  department. 
In  the  interest  of  efficiency  and  effectivness  of  operation,  the  functions 
will  be  delegated  back  to  the  administratively  transferred  agency  (Board 
of  Administration)  by  the  principal  department  (Department  of  Administration). 
A  complete  analysis  of  the  clerical  functions  of  the  two  retirement  divisions 
(Public  Employees'  and  Teachers')  will  be  made  to  determine  the  feasibility 
of  combining  similar  functions.) 

AUTHORITY 

Title  68,  Chapters  1  through  14;  Title  93,  Chapter  11;  Title  11, 
Chapter  20;  Title  31,  Chapter  2,  R.C.M.  1947. 

UNIT  RESPONSIBLE 

The  Retirement  Program  will  be  the  responsibility  of  the  Retirement 
Bureau  of  the  Public  Employees'  Retirement  Division. 

SOCIAL  SECURITY  PROGRAM 

DESCRIPTION 

The  Social  Security  Program  is  charged  with  administration  of  the  terms 
of  the  Federal-State  Agreement  of  December  7,  1953,  relating  to  Social 
Security  coverage  of  public  employees  in  Montana,  which  requires  receipt  of 
wage  reports  and  payment  of  contributions  to  the  Social  Security  Administration, 
and  to  further  comply  with  the  Federal -State  Agreement  concerning  modifications 
of  partial  terminations  of  the  agreement  and  conduct  and  certification  of 
referendums.  (Under  the  provisions  of  Section  82A-108  of  Chapter  272,  the 
Executive  Reorganization  Act  of  1971,  most  of  the  above  functions  would  be 
performed  for  the  administratively  transferred  agency  by  the  principal  depart- 
ment. In  the  interest  of  efficiency  and  effectiveness  of  operation,  the 
functions  will  be  delegated  back  to  the  administratively  transferred  agency 
(Board  of  Administration  -  Public  Employees'  Retirement  Division)  by  the 
principal  department  (Department  of  Administration). 


AUTHORITY 

Title  59,  Chapter  11,  R.C.M.  1947. 

UNIT  RESPONSIBLE  :   fc 

This  program  will  be  the  responsibility  of  the  Social  Security  Bureau 
of  the  Public  Employees'  Retirement  Division. 

TEACHERS'  RETIREMENT  PROGRAM 

DESCRIPTION 

Under  policies  established  by  the  Teachers'  Retirement  Board,  the 
Teachers'  Retirement  Program  is  responbible  for  the  administration  of  the 
Teachers'  Retirement  System.  The  basic  functions  of  the  program  are:  The 
collection  and  accounting  of  the  employee  and  employer  contributions  as  set 
forth  by  statute;  the  gathering  and  maintenance  of  individual  membership 
information;  the  payment  of  benefits  authorized  by  the  Teachers'  Retirement 
Board;  the  refund  of  contributions  to  terminating  employees  withdrawing 
from  the  system;  and  the  maintenance  of  information  necessary  for  the  actuarial 
evaluation  of  the  operation  of  the  system.  (Under  the  provisions  of  Section 
82A-108  of  Chapter  272,  the  Executive  Reorganization  Act  of  1971,  most  of 
the  above  functions  would  be  performed  by  the  administratively  transferred 
agency  by  the  principal  department.  In  the  interest  of  efficiency  and 
effectivness  of  operation,  the  functions  will  be  delegated  back  to  the 
administratively  transferred  agency  (Teachers'  Retirement  System)  by  the 
principal  department  (Department  of  Administration).  A  complete  analysis 
of  the  clerical  functions  of  the  two  retirement  divisions  (Public  Employees 
and  Teachers)  will  be  made  to  determine  the  feasibility  of  combining  similar 
functions.) 

AUTHORITY 

Title  75,  Chapter  27,  R.C.M.  1947. 

DIVISION  RESPONSIBLE 

The  program  will  be  the  responsibility  of  the  Teachers'  Retirement 
Division. 

MERIT  SYSTEM  PROGRAM 
DESCRIPTION 

In  1939,  the  Federal  Social  Security  Act  was  amended  to  require  State 
agencies  receiving  certain  Federal  Funds  to  operate  a  personnel  program  in 
conformity  with  Federal  standards.  The  Merit  System  Program  has  the  responsi- 
bility of  recruiting  and  examining  applicants  for  employment,  maintaining 
information  concerning  the  availability  of  persons  who  have  qualified  for 
employment,  certify  lists  of  eligible  applicants,  giving  assistance  on 
personnel  practices  and  techniques,  and  hearing  appeals.  (Under  the  provisions 
of  Section  82A-108  of  Chapter  272,  the  Executive  Reorganization  Act  of  1971, 
most  of  the  above  functions  would  be  performed  for  the  administratively 
transferred  agency  by  the  principal  department.  In  the  interest  of  efficiency 
and  effectivness  of  operation,  the  functions  will  be  delegated  back  to  the 
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administratively  transferred  agency  (Merit  System  Council  -  Personnel  Division) 
by  the  principal  department  (Department  of  Administration). 

AUTHORITY 

There  is  no  specific  legislation  creating  the  Merit  System;  however, 
legislation  concerning  the  Merit  System  is  found  in  the  following  Sections 
of  the  Revised  Codes  of  Montana:  59-902;  69-4109;  71-203;  71-217;  87-123. 

DIVISION  RESPONSIBLE 

This  program  will  be  the  responsibility  of  the  Personnel  Division. 


BOARD  OF  EXAMINERS  PROGRAM 


DESCRIPTION 


The  Board  of  Examiners  Program  is  responsible  for  the  functions 
relating  to  examining  claims  against  the  State,  except  salaries  or  compensation 
of  officers  fixed  by  law,  as  prescribed  in  Article  VII,  Section  20  of  the 
Montana  Constitution  and  the  function  relating  to  planning,  financing, 
administration,  and  construction  of  state  buildings. 


AUTHORITY 

Article 
Chapters  7  and 
R.C.M.  1947. 


VII,  Section  20  of  the  Montana  Constitution;  Title  78, 

12;  Title  79,  Chapter  22;  and  Sections  82-1131,  and  82-3319, 


UNIT  RESPONSIBLE 


This  program  will  be  the  responsibility  of  the  Board  of  Examiners. 


POTENTIAL  SAVINGS 

In  addition  to  the  fact  that  the  proposed  plan  for  reorganization  of  the 
Department  of  Administration  will  provide  a  more  coordinated  and  efficient 
performance  of  the  duties  assigned  to  this  department,  the  following  specific 
examples  of  potential  savings  are  cited: 

^■The  implementation  of  a  centralized  investment  and  cash  management 
program  will  result  in  a  substantial  increase  in  interest  earnings. 
Page  32  of  the  Legislative  Auditor's  Report  on  Examination  of  the 
Office  of  the  State  Treasurer  for  the  Calendar  Year  Ended  December  31, 
1969  reads  in  part  as  follows: 

"There  is  no  sound  business  reason  why  a  large  portion  of  the 
treasury  cash  could  not  be  invested  in  CD's  or  short  term 
securities.   We  believe  that  if  the  treasurer  briefly  examined  the 
historical  trend  of  cash  outflow  and  inflow  in  combination  with 
predicted  cash  requirements,  it  would  be  found  that  a  large 
portion  of  the  treasury  cash  currently  in  demand  deposit  accounts 
could  be  invested  in  CD's  or  other  investments  without  any 
detrimental  effects  on  the  cash  position  of  the  treasury. 
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It  is  not  difficult  to  visualize  the  benefits  which  would  be 
derived  from  this  action.   For  example,  had  the  treasurer  been 
able  to  invest  at  least  $2,000,000  of  the  $27,000,000  in  demand 
deposits  on  hand  during  calendar  year  1969  in  CD's  at  the  nominal 
rate  of  5  percent  for  one  year,  at  least  $100,000  in  revenue 
would  have  been  earned.   We  believe  that  much  more  than  $2,000,000 — 
possibly  as  much  as  $20,000,000  could  have  been  invested  without 
any  adverse  effect  on  the  state's  cash  position." 

Based  on  the  assumption  that  the  available  cash  and  interest  rates 
will  remain  fairly  constant  in  comparison  with  the  period  covered  by 
the  audit,  it  is  reasonable  to  assume  that  an  additional  $500,000.00 
per  year  can  be  realized  in  interest  earnings  from  this  one  source. 
The  elimination  of  the  need  for  consulting  investment  advisors  will 
save  at  least  $6,000.00  per  year. 

►The  consolidation  of  the  administrative  accounting  functions  of  the 
State  Board  of  Examiners  and  the  Central  Administration  Division  of 
the  Department  of  Administration  will  eliminate  the  need  for  an  accounting 
clerk,  resulting  in  a  savings  of  $4,000.00  per  year. 

►  Each  retirement  program  has  been  required  to  modify  their  office 
procedures  to  accomodate  increased  demands  as  they  occur.  In  the  past 
each  system  has  developed  their  own  procedures.  It  is  quite  apparent 
that  a  savings  could  be  realized  in  the  future,  by  combining  this  effort. 


SPACE  REQUIREMENTS 

The  following  plans  are  being  formulated  to  house  the  various  units  of  the 
Department  of  Administration. 

►The  Architecture  and  Engineering  Division  will  be  moved  to  leased 
space  in  the  Teachers'  Retirement  System  Building. 

►The  combined  offices  of  the  Central  Administration  Section  and  the 
Board  of  Examiners  will  be  housed  in  rooms  233  and  234  of  the  Capitol 
Building. 

►The  Budget  Bureau  will  occupy  rooms  101,  102,  and  104  of  the  Capitol 
Building.  The  space  vacated  by  the  Budget  Bureau  will  be  occupied  by 
the  Department  of  State  Lands. 

t 

All  other  functions  will  be  housed  in  space  currently  occupied  by 
said  functions. 
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.,?r,.T.V.l.r.,','.V    !'f 


-r i 


DATE 
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For   The 

Department 
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Department  of  Administration 


Name   Of  Principal   Department 


Forms 

Completed 

By: 


Jack  G.  Grosser,  Assistant  State  Controller 


Name  And    Title 


INSTRUCTIONS 


This  form  is  to  be  completed  for  every  existing  agency  whose  functions  (in 
whole  or  in  part)  are  to  be  transferred  to  the  principal  department,  including  agencies 
transferred  to  the  department  for  administrative  purposes  only.  Part  (a)  below  is  to  be 
followed  for  agencies  which  will  be  abolished  and  whose  functions  will  be  transferred 
to  the  department.  Part  (b)  is  to  be  followed  for  agencies  transferred  to  the  department 
for  administrative  purposes  only. 

"Property",  as  used  herein,  refers  to  both  real  property  and  personal  property, 
including  supplies,  but  excluding  cash  and  appropriation  balances. 

(a)If  all  property  of  the  existing  agency  is  to  be  transferred  to  the  principal  department, 
simply  indicate  this  fact.  It  will  not  be  necessary  to  specify  the  property  involved. 
If  some  of  the  agency's  property  is  to  be  transferred  to  the  principal  department 
and  some  property  is  to  be  transferred  to  another  department,  specify  which  property 
is  to  be  transferred  to  each  department 

(b)If  all  property  of  an  administratively  transferred  agency  is  to  be  retained  by  the 
agency  or  transferred  to  the  principal  department,  simply  indicate  this  fact.  It  will 
not  be  necessary  to  specify  the  property  involved.  If  some  of  the  property  of  such 
an  agency  is  to  be  transferred  to  the  principal  department  and  some  property  is 
to  be  retained  by  the  agency,  indicate  by  quantity  and  description  which  property 
is  to  be  transferred  and  retained. 


NOTE:     Please  use  a  separate  sheet  for  each  existing  agency. 
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